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English as a Second Language V
Lesson 1: Getting to Know Each Other

Bingo Game

Find someone in class who...

Job Link

Plays Soccer Has been to Disneyland Has Grandchildren

Has a sister Likes tomatoes Was born in California

_

Has been to
San Francisco

Worked at your company
more than 10 years

Likes to sing

Goes to school Has children Is not married

Has a dog Has blue eyes Drives a tuck

Lesson 1: Getting to Know...
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English as a Second Language W.
Lesson 2: What Makes Effective Greetings and Small Talk

Small Talk

Hi. How are you?

Fine. How are you?

Fine, thank you.

What's your name?

I'm

What's yours?

I'm

What's your job at this company?

I'm

What do you do?

How long have you worked here?

About

How about you?

About

Do you like your job?

Yes/no

Why?

Because

Well, I've enjoyed talking with you. I hope I see you again.

Me too. Good-bye

Bye.

Lesson 2: What Makes Effective...

Job Link
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English as a Second Language
Lesson 3 ESL at Work

Group Activity To Small Talk

Job Link

1. Each team member will write down two questions he/she might ask
a new friend or co-worker in order to make small talk.

2. Each member will share his/her questions with the group.

3. The group will choose from those questions and write a "small talk"

dialogue.

4. Practice the new dialogue with at least two partners from the group.
Be sure each person tries to take both parts.

5. The group will choose two members to perform the dialogue for the

whole dass.

Lesson 3: ESL at Work

58

Copyright 01996 by Coast Community College District Handout 3



English as a Second Language V
Lesson 4: Word Power (Part 1 )

Work Words

Job Link

Find 5 words in the workplace that you do not know already. Write them down on this
sheet and find out what the definitions are.

Word #1

Definition:

Word #2

Definition:

Word #3

Definition:

Word #4

Definition:

Word #5

Definition:

Lesson 4: Word Power (Part 1)
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English as a Second Language 'T
Lesson 5: Word Power (Part 2)

Blue Group

doblink

In your dictionary, find ten states of the United States. Write down the names
of the states and their capitals.

State Capital

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

On which pages in your dictionary did you find the names of the states?

Write down the page numbers. page to page

Lesson 5: Word Power (Part 2)
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English as a Second Language V
Lesson 5 : Word Power (Part 2 )

Pink Group

dobtink

Work with the members of your group to find the information. Make sure you
understand it and can explain it to your home group. In your dictionary, find

the section which tells about measurement.

Write down the equivalent measure for each of the following:

1. 1 pint = cups 6. 1 pound = ounces

2. 1 foot = inches 7. 1 gram = ounces

3. 1 quart . pints 8. 1 centimeter . inches

4. 1 gallon = quarts 9. 1 meter = yards

5. 1 meter = inches 10. 1 kilo = pounds

On which pages in your dictionary did you find the measurements?

Write down the page numbers. page to page

Lesson 5: Word Power (Part 2)
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English as a Second Language ir
Lesson 5 : Word Power (Part 2 )

Yellow Group

In your dictionary, find the definitions of the following words:

1. manufacturing

Job Link

2. welding

3. soldering

4. assembling

Lesson 5: Word Power (Part 2)
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English as a Second Language V
Lesson 5: Word Power (Part 2)

Green Group

In your dictionary, find the definitions of the following words:

1. hazardous

Joblink

2. waste

3. flammable

4. caution

Lesson 5: Word Power (Part 2)
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English as a Second Language V
Lesson 5 : Word Power (Part 2)

Using Your Dictionary
Home Group

White Worksheet

1. Write down the names of three states and their capitals.

state capital

Joblink

2. Write the equivalent measure for each of the following:

1 foot = inches

1 meter = yards

1 quart = pints

3. Write the definitions of the following words:

hazardous

welding

4. How many Presidents of the United States were named "John"?

5. How many Presidents has the United States had?

Lesson 5: Word Power (Part 2)
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English as a Second Language
Lesson 6: What's the Idea

Who Can You Find?

Find someone in this class who:

dobLink

1. has worked at your company for more than 5 years.

2. goes to school.

3. reads directions or instructions at work.

4. likes to talk at team meetings.

5. has to talk on the phone at work.

6. wants to learn more English.

7. wants to become a U.S. citizen.

8. reads safety signs at work.

9. went on a trip to Mexico during vacation.

10. has an idea to tell the supervisor or boss.

591
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English as a Second Language W.
Lesson 6: What's the Idea

Reading/Writing Warm-up

Reading (10+ minutes)

Title

Author
Today I read pages

Job Link

This book was about

New Words:

Writing (10+ minutes)

Topic:

Your thoughts:

Lesson 6: What's the Idea Copyright 01996 by Coast Community College District Handout 8



English as a Second Language
Lesson 6: What's the Idea

1. contaminate

2. sterile

3. solution

4. filter

5. container

Lesson 6: What's the Idea

Vocabulary List

5 3

Job Link
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English as a Second Language ".
Lesson 6 : What's the Idea

Main Ideas

Job Link

The following words can be put into groups. The main idea of each group is listed. Try to put

the words with the correct main idea.

Sports Colors

Clothing Tools

hammer pants orange track

baseball soccer shirt jacket

screwdriver chisel turquoise shovel

tennis brown vest saw

swimming skirt beige gray

Lesson 6: What's the Idea
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English as a Second Language
Lesson 7: Give Me the Main Idea

Main Idea Hunt

JobLink

At our company we make many products. PICs or Plastic Irrigation Containers are an
important product About 14% of our company's profits come from PICs. There are many steps

to follow when PICs are made. PICs come in many sizes.

The most important idea is:
a. Our company makes only PICs.
b. PICs are an important product at our company.
c. Our company makes supplies for eye doctors.

Plastic Irrigation Containers come in four sizes. Some PICs are half liter and some are one liter.

PICs are also two liter and four liter. The crew can handle the smaller containers faster than the

larger containers. Every size PIC must be handled with care.

The most important idea is:
a. All PICs are the same size.
b. The crew only handles four liter PICs.
c. PICs are not all the same size.

Copy the sentence from the paragraph that tells the answer.

Our company manufactures all the things that are needed for IV therapies. At our company we

make IV solutions and the sets that connect the patient to the solution. We also manufacture

and distribute the computerized pumps that control the flow, the filters and the poles.

The most important idea is:
a. Our company makes computerized pumps.
b. Our company makes everything that is needed for IV therapy.

c. Our company makes IV solutions.

Underline the sentence in the paragraph that tells the answer.

Lesson 7: Give Me the Main Idea
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English as a Second Language V.
Lesson 8: Just Give Me the Facts
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Job Link
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Dictation Pairs - Student A

Job Link

59G
Copyright ©1996 by Coast Community College District Handout 12



English as a Second Language Vr
Lesson 8: Just Give Me the Facts
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English as a Second Language
Lesson 8: Just Give Me the Facts

Let's Find Facts

Job Link

A good attitude at work can help you get ahead. You can show a good attitude on your job. Be

on time every day and do your work well. Help the other members of your team. Don't tell

them, "That's not my job7

At work, you should
a. come late.
b. be angry with your co-workers.
c. help your co-workers.

Miguel had a problem at work. The same machine broke again. It had broken twice last week.

Miguel call the repairman to fix it The man did not come for two hours.-Miguel got angry and

yelled at the repairman. The next day the repairman called Miguel's supervisor.

Miguel was angry because
a. the machine worked well.
b. the repairman did not come for a long time.

c. he was tired.

Most of us work every day with many different people. We talk with co-workers and with our

bosses. Sometimes we work with customers. It is important to get along with them. Working

well with others and having a good attitude save the company money because production

often goes up.

Getting along with others
a. is important
b. makes other people mad.
c. is very easy.

If employees work well together
a. the company loses money.
b. production rises.
c. customers call to complain.

Lesson 8: Just Give Me the Facts
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English as a Second Language V
Lesson 9 : Sorting Things Out

Sorting Things Out

Working with your group, name four things which fit in each category.

Animals Things That Fly

Jobtink

Things You Can Drink Sweet Things

Lesson 9: Sorting Things Out

5S3
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English as a Second Language V
Lesson 10: Let's Get It In Order

Who Can You Find-#2?

Find someone in this class who:

Job Link

1. can tell you who to call for a medical emergency.

2. wears hearing protection in his or her department.

3. knows what "evacuation" means.

4. likes to list to books on tape.

5. wears safety glasses on the job.

6. can give you directions to the cafeteria.

7. can explain the word litter.

8. works in a deanroom.

9. uses a weld shield at work.

10. has a new idea to tell the supervisor or boss.

Lesson 10: Let's Get It In Order
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English as a Second Language
Lesson 1 0: Let's Get It In Order

Order, Order, Order!

JobLink

The following is the sequence for making, filling, sealing and inspecting PICs.

The bottles are made in Blow Molding.
The solution is put in in the filling line.

The bottles and closures are sealed together.
They are sealed with a solution made in Mixing.

The filled container is "cooked" until it is assured that the product is sterile.

They are dried on the packing line.
The inspector gives them a touch test.

Put these statements in the proper order.

The filled container is "cooked" until it is assured that the product is sterile.

The solution is put in in the filling line.
The inspector gives them a touch test
The bottles are made in Blow Molding.
They are sealed with a solution made in Mixing.

They are dried on the packing line.
The bottles and closures are sealed together.

Lesson 10: Let's Get It In Order Copyright 01996 by Coast Community College District Handout 17



English as a Second Language
Lesson 11: Keeping Things In Order

Let's Make a House or a Boat

joblink

Cut out the shapes below. Then, work with a partner to see if you can join the pieces to make
the house, and then the boat It is not as easy to put the pieces together as it looks! Your

teacher has the answers.

602
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English as a Second Language ir
Lesson 1 1: Keeping Things In Order

How Are We Doing?

Please circle the answer which most nearly matches your opinion.

Joblink

I am learning nothing a little bit a lot

My reading is improving not at all a little bit a lot

English is always difficult sometimes difficult easy

I like my work not at all a little bit a lot

The best thing about this class is

gI would like this class more if

Lesson 11: Keeping Things In Order
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English as a Second Language V
Lesson 1 1 : Keeping Things In Order

A Busy Day

Joblink

Anna and Maria had a busy day. Put the sentences in the correct order to tell what they did.

a. After dinner, Anna washes the dishes and does her homework.

b. Anna goes to bed at 10:00.

c. Anna gets up at 6:00.

d. Anna and Maria eat dinner at 630.

e. At 7:00 in the morning Maria takes Anna to school.

f. Anna finishes school at 3:00.

g. Maria picks Anna up after school.

h. Maria makes breakfast for Anna.

i. Maria makes dinner and Anna sets the table.

Lesson 11: Keeping Things In Order
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English as a Second Language
Lesson 1 2 : What's Your Style

Getting to Know You

Job Link

Find someone in class who:

Has to read work orders at work.

Had to learn something new on
the job in the last 6 months.

Has to write notes at work.

Has to use the computer at work.

Is on a team at work.

Goes to school.

Wants to learn a new job at work.

Had to make a presentation at work.

Has changed jobs in the last year.

Lesson 12: What's Your Style
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English as a Second Language
Lesson 1 2 : What's Your Style

Learning Styles

JobLink

A learning style means the way an individual likes to learn. A person's learning
style is influenced by nature and environment. Three learning styles which we
will discuss today are:

1. Visual Learners

2. Auditory Learners

3. Tactile Learners

Lesson 12: What's Your Style
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English as a Second Language
Lesson 1 2: What's Your Style

Adult Learning Style Profile

JobLink

Directions: Read each statement Place a 1, 3, or 5 in the box at the end of the statement:

1 Indicates least like you

3 Indicates somewhat like you

5 Indicates a lot like you

Work quiddy- do not sit and ponder. There are no right or wrong answers.

1. I'm good at remembering things I hear or that people tell me.

2. I like to read and usually read a lot

3. I notice that I often bear down extremely hard with pen or pencil when writing.

4. I often find diagrams, graphs, and charts difficult to understand.

5. I do better at following directions if I read them, not just hear them.

6. I enjoy doing work/sewing or woodworking or working on machines.

7. I like group-type projects which allow for lots of discussion and exchange of ideas.

8. Graphs, charts, and diagrams help me to understand the subject/presentation

9. I notice that I often handle objects such as coins, keys, or pencils while studying,
reading, listening, or talking.

10. I understand academic subjects better when listening to lectures or tapes.

11. I remember best by taking notes in classes/meetings; making lists of things to do.

12. I notice that I like to have snacks or drinks available or chew gum or smoke while
studying or working.

13. I find that I can spell difficult works if I "sound them out"

14. I'm good at using maps to find places.

15. I like dassroom or work projects where I can create/make things or build models.

16. I enjoy attending and listening to a good lecture/speech play or drama.

17. I enjoy spending time reading or looking through magazines, books and newspapers.

18. I exercise regularly by doing aerobics, jogging, walking or participating in sports

activities.

19. To solve a problem/difficult situation, I need/like to talk it over/discuss it with others.

Lesson 12: What's Your Style
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English as a Second Language V
Lesson 1 2 : What's Your Style

Adult Learning Style Profile
(continued)

Job Link

20. It helps me to spell difficult words if I write them down or see them in print

21. I feel comfortable in physical contact of touching others, hugging, and handshaking.

22. I'm good at remembering and following oral directions.

23. I am good at working and solving jigsaw puzzles and mazes.

24. I enjoy sight-seeing and visiting new places.

25. I enjoy music: singing, listening, going to musicals or concerts.

26. I'm good at researching topics articles or stories and/or writing reports.

27. I doodle during meetings, lectures, or while listening on the phone.

28. I read aloud/whisper to myself when tying to understand new or difficult material.

29. I'm good at doing layout and design work: formatting drawing, sketching and coloring.

30. I like working with computers or other electTonic technology for learning/working.

Lesson 12: What's Your Style
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English as a Second Language
Lesson 1 2. What's Your Style

Inventory Scoring

Jobb?*

1. Put the point value number (1, 3, 5) on the line next to its corresponding item number.

2. Add each column to get your total score under each heading.

1 point = Seldom
3 points = Sometimes
5 points = Often

AUDITORY

NO.

VISUAL TACTILE

No. of PtS. Of PtS. No. of Pts.

1. 2. 3.

4. 5. 6.

7. 8. 9.

10. 11. 12.

13. 14. 15.

16. 17. 18.

19. 20. 21.

22. 23. 24.

25. 26. 27.

28. 29. 30.

Total

Lesson 12: What's Your Style

Total Total
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English as a Second Language
Lesson 1 2 : What's Your Style

Inventory Scoring
(continued)

Copy your highest, second highest, and lowest scores below:

Scores:
Highest Second Lowest

Your Learning Style Profile

"Style Letters":

Lesson 12: What's Your Style

Example:

38 - 34 - 28
V T A

Job Unk
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English as a Second Language Vr
Lesson 12: What's Your Style

Learning Styles Suggestions

Job Link

If you are a visual learner (learn by seeing):

1. Write things down because you remember them better that way.
2. Look at a person when he or she is talking.
3. It is better for you to work in a quiet place, and usually by yourself.
4. Use color highlighters to mark important information.
5. Write vocabulary words on index cards in color, and study the information.

If your supervisor gives you oral directions that you do not completely understand,
consider asking him/her to write the directions down for you. You might say: "I didn't
understand everything you said. Could you write it down for me?"

If you are an auditory learner (learn by hearing and discussing):

1. Try working with a friend so you can talk over information.
2. Make tape cassettes of information and listen to them.
3. Read information aloud to yourself.
4. Write vocabulary or other information on index cards in color, and read aloud.

5. Recite aloud the things you want to remember.

If your supervisor gives you written directions and after reading them you still do not
understand, you could ask him or her to discuss the information with you. You might say:
"I read the information, but I don't dearly understand these directions. Could you tell me
what you want?"

If you are a tactile learner (learn by doing):

1. When trying to learn something walk around while saying the information to yourself.
2. When trying to memorize information, try dosing your eyes and writing the information

in the air.
3. When you get job information in writing, look at the pictures and the section headings

before reading the whole thing.
4. When you are in a meeting, cross your legs or jiggle your foot. You may even want to

squeeze a tennis ball or nerf ball when listening to someone speak.
5. You probably like to have quiet music playing when you are working.

If your supervisor gives you directions orally or in writing and you do not dearly
understand, you could ask him or her to show you what the directions mean. You might

Lesson 12: What's Your Style
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English as a Second Language V
Lesson 1 3: Its All In The Words You Use

The Matching Game

Match each word to its correct dnition:

To put something together

To make things better

A written or printed announcement

A group of people who work or play together

The work hours

The person in charge of a department

The person we make our product or service for

To get rid of

A piece of work set to be done

A gathering, an assembly

A payment in return for work

The method to make a product

A letter

What you might get when you work at a
company (insurance bonus plan, etc.)

A rise in rank or position, an advancement

dobLink

Supervisor Promotion Memo

Customer Shift Salary

Eliminate Assemble Benefits

Improve Notice Task

Process Team Meeting

61 :2
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English as a Second Language 'V
Lesson 1 3: Its All In The Words You Use

Using the Words

JobLink

One day the in my department was talking to one of our

who told him that we needed to improve our

Our supervisor felt that this was not going to be an easy

and he put together a of employees from our department

and called a for us to get together on Friday. On Friday,

we talked about improving what we do by some of the

waste we have in the area (the place where we put together

the parts). After the meeting our supervisor sent out a to let

everyone know what we had decided. We posted a on the floor

so everyone on both would know what to do. The suggestion our

team made was very successful. We all got a and a raise in our

The company was so happy they added a bonus plan to our program.

Supervisor Shift Memo

Customer Assembly Salary

Eliminate Notice Benefits

Improve Team Task

Process Meeting Promotion

613
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English as a Second Language V
Lesson I 3: Its All In The Words You Use

Workplace Idioms

1. Cream of the crop.

2. Work like a dog.

3. My feet are killing me.

4. Bread winner

5. Top banana

6. Bite off more than I can chew

7. Moonlight

61
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English as a Second Language
Lesson 1 3: Its All In The Words You Use

More Work Words

Word #1:

Joblink

Definition:

Word #2:

Definition:

Word #3:

Definition:

615
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English as a Second Language V
Lesson 1 4: Writing Step-by-Step Directions

Pre-Module Information Survey

Joblink

1. Read all of the directions below before answering any of the questions on this page.

2. Print your last name:

3. Print your first name:

4. Print the name of your company:

5. How many years have you worked for this company?

6. What is your job title?

7. What tools or equipment do you use on the job?

8. How many employees are in your department?

9. How many employees are in your dass?

10. How many languages do you speak?

11. How many members of your family speak more than one language?

12. What percentage of the time do you use English on the job? wo

13. What percentage of the time do you have to write English on the job? wo

14. Do you use a computer on the job?

15. Do you use a computer at home?

16. Put a check in the box in front of the English language skill that you think is your
strongest skill: ID Reading 0 Writing 0 Speaking

17. Put a check in the box in front of the English language skill that you think is your
weakest skill. 0 Reading 0 Writing 0 Speaking

18. Do not answer any of the questions above. This is just a test to see how well you read
directions.

Lesson 14: Writing Step-by-Step...

616
Copyright C1996 by Coast Community College District Handout 30



English as a Second Language V

Lesson 1 4: Writing Step-by-Step Directions

Chronological Order

JobLink

Ordering Words
The following words may be used to help order the steps of a process:

first
second (third, fourth, etc.)

then

next

after
finally

Put the following steps in order by writing the number in front of each step that
shows which number it is in the process. Use the ordering words in bold to help

you:

After that I put on sterile gloves.

When I arrive in the locker room, I wash my hands.

Every day, I arrive at work at 7:00 a.m.

Then, I put on a sterile gown and mask.

The first thing I do is dock in.

I am finally ready to go to my work area.

Secondly, I walk to the locker room

Lesson 14: Writing Step-by-Step...
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English as a Second Language V
Lesson 1 4: Writing Step-by-Step Directions

Organizing and Writing
Step-by-Step Directions

YOUR NAME:

Joblink

TITLE OF INSTRUCTIONS:

Write down all of the steps involved:

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

6 3
Lesson 14: Writing Step-by-Step...
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English as a Second Language V
Lesson 1 5: Using Key Words to Take Notes

Using Key Words
to Take Notes

JobLink

Key words are the words in written and spoken material that carry the most
information.

Writing down key words when we listen, or underlining key words when we read helps
us remember important information.

You have just finished listening to your instructor read the selection below. While you
listened, you wrote down a few key words to help you remember the important points.

In the selection below, underline all of the key words that you wrote down as you
listened:

Instructions for Using Hearing Protection

Hearing protection is required in noisy work areas. There are signs

posted in all areas where ear plugs are required. Before entering a posted

area, take a pair of ear plugs from the box at the door. First unwrap the

ear plugs. Then, insert an ear plug into each ear. Be sure the ear plugs are

in securely. Throw the plastic packaging into the waste receptade. After

exiting the posted area, throw the ear plugs away in the waste receptade.

Lesson 15: Using Key Words to...
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English as a Second Language ,7
Lesson 1 5: Using Key Words to Take Notes

What Key Words Did You Use?

Your Name

Joblink

Title: By:

Key Words

Ordering Words

#2
Title: By:

Key Words

Ordering Words

#3
Title: By:

Key Words

Ordering Words
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English as a Second Language V.
Lesson I 5: Using Key Words to Take Notes

Evaluation

Joblink

I. Choose one set of directions from your group.

Title: By:

2. List the key words that were used by every group member as the directions were passed along.

These are called key words in common:

3. List the key words that were only used by some members of the group:

4. What ordering words did group members use?

5. How did these ordering words help others understand the step-by-step directions?

Lesson 15: Using Key Words to...
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English as a Second Language xif
Lesson 16: Requesting Giving and Clarifying Directions

Dialogue

Job Link

Jose is a new employee. Carmela is his new lead. They are talking in Carmela's office.
Carmela is giving directions to Jose. She is telling him the steps he will need to do his job.

Work with a partner Read the following dialogue to see how Jose asks for the information
he needs:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

Jose, you will be in charge of keeping our parts bins supplied with parts.
When you see that we need parts, you will fill out a requisition form and
take it to inventory. They will give you the parts and you will bring them
back to our department.
Would you mind if I asked you some questions?

Sure, go ahead.

What requisition form do I need?

You need Requisition Form #210. The forms are kept in the folder next to
the computer.

Do you mean the red folder between the computer and the printer?

Yes, that's the one.

O.K. Who fills out the form?

You need to complete the form.

Could you please explain how I fill out the form?

Sure. Just fill in the date, the part number, and the quantity.

I'm sOrry. I forgot where I'm supposed to pick up the parts.

That's all right You pick up the parts in Inventory.

Where is Inventory?

It's in the warehouse.

Who do I give the form to?
Give it to the person at the desk. Wait for them to bring you the parts.
Men, bring the parts back here and put them in the correct bin.

I understand now. Thank you.

Lesson 16: Requesting Giving...
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English as a Second Language V
Lesson 16: Requesting, Giving and Clarifying Directions

Useful Expressions

Polite Expressions To Use When Giving and Receiving Directions:

Could you please...?

Would you please...?

Excuse me... Please...

Job Link

I'm sorry... Would you mind...?

What To Say When You Don't Understhnd:

I don't understand. Could you please explain that again?

I don't understand. Could you please show me?

What do you mean?

Do you mean...?

Did you say...?

I'm no sure I understand. Could you please give me an example?

Lesson 16: Requesting, Giving...
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English as a Second Language V

Lesson 16: Requesting Giving and Clarifying Directions Job Link

Making Directions Easy to Understand

Carmela's directions did not have enough information. She did not include all the key

ideas. Jose had to ask many questions to understand his new job. Carmela could have helped

Jose if she had used ordering words to tell him the steps involved in his new job.

Use the information from the dialogue to write down all of the steps Jose needs for his

new job. Be sure to put the steps in chronological order and include all of the details for each

step:

1.

Directions for Jose's Job: Keeping the Bins Supplied With Parts

2.

3.

4.

5.

6.

7.

Lesson 16: Requesting Giving...

62 4
Copyright 01996 by Coast Community College District Handout 38



English as a Second Language w
Lesson 16: Requesting Giving and Clarifying Directions

Directions for the New Employee

Joblink

Write step-by-step instructions for your job. Remember to use at least one verb (action word) in

each step. Remember to use ordering words.

My job is

Directions for doing my job:

1.

2.

3.

4.

5.

6.

7.

8.

Lesson 16: Requesting Giving...
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English as a Second Language
Lesson 17: Using Learning Styles to Remember Information

Card Game Vocabulary

Word Power

Nouns (people, places, or things):

player step

deck half

stack top

pair bottom

Verbs (action words):

divide

collect

count

Adjectives (describe nouns):

face up

face down

Ordering Words (Remember these from Lesson 14?)

first (second, third, fourth, fifth, etc)

then

next

after

Lesson 17: Using Learning Styles...
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English as a Second Language V
Lesson 17: Using Learning Styles to Remember Information

Learning Styles Groups

Job Link

Group #1 = auditory learning group. The volunteer from this group will listen to directions

then restate them to the group. The volunteer is not permitted to look at the

directions or have cards to play with.

Group #2 = visual learning group. The volunteer from this group will read a set of directions

then restate them to the group. The volunteer does not receive any verbal

explanation of cards to play with.

Group #3 = tactile learning group. The volunteer from this group will be shown by one or

two of the group members how to play the game using cards as props. The group

is not allowed to explain the directions verbally or show the written directions to

the volunteer.

Lesson 17: Using Learning Styles...
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How to Play War

Job Link

War is a popular card game in the United States. It is played mostly by children and

teenagers. War requires two players. To play:

1. Divide a deck of cards in half. Give one half to Player #1 and the other half to

Player #2.

2. Each player places his cards in a stack. He puts the stack face down in front of him.

3. Next, each player takes the top card from his stack and places it face up in the center
of the table. The player with the highest card wins. The winner takes the two cards
from the center of the table and puts them face up next to his stack of cards.

4. Repeat step #3 until all cards in the face down stack have been played or until the
cards in the center are a pair (have the same number or face).

5. If the cards in the center are a pair, each player places one card face down next to his

card in the center. Then each player places another card face up in the center of the
table. The highest card wins, and the winner collects all six cards from the center.

6. When both players have played all the cards in their stacks, they count the cards face

up in front of them. The player with the most cards is the winner of the game.

Lesson 17: Using Learning Styles...
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Teaching My Job To Others

JobLink

Directions: Describe how you would teach another employee to do your job.

Use cues that are:
L auditory (give verbal directions)
2. visual (give written information)
3. tactile (physically demonstrate what you do)

Auditory Cues (What would you say to the new employee?)

Visual Cues (What written information would you give to the new employee?)

Tactile Cues (What would you ask the new employee to do to learn your job?)

Lesson 17: Using Learning Styles...
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Word Power

Job Link

Preview the following vocabulary words before playing the "Wandering Through The

Workplace Game"

ahead backward forward

bonus obey punctual

clockwise counterclockwise rotation

schedule deserve wander

dice (plural); die (singular) error

Prepositions

Preview the meaning of the following prepositions before playing the Wandering Through

The Workplace Game:

above in back of out

at in front of through

below into to

behind next to under

beside of on

for with in

onto

Lesson 18: The Ins and Outs...
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How to Play

Job Link

Playing the game requires setting up the cards in numerical order on a table or floor.
They may be snaked or curved around to resemble "Chutes and Ladders". One die is

needed.

Three to four players sit in a drde with the game cards set up in numerical order

between them.

Each player chooses a marker and places it in the space marked "Start". Each player
needs a different marker. (The marker may be a coin, a paper clip, or any other small object.)

Players must decide who will be first. Find out who in the group arrived at work first
today. That person will take the first turn. The second player is the player sitdng to the

left of the first player. Take turns dodcwise around the cirde.

Each player rolls the die and moves the number of spaces shown on the die.

The player reads the instructions on the space out loud and follows the instructions.

The winner is the first player to reach the finish line.

Lesson 18: The Ins and Outs...
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notebook
pen
pencil
three-hole punch

white board
dry erase markers
eraser

Words for Meetings

overhead projector
transparency
transparency markers

flip chart
permanent markers

podium
desk
cabinet
bookshelf
table

Lesson 19: Following Directions...

632

doblink

Copyright C1996 by Coast Community College District Handout 46



English as a Second Language V
Lesson 19: Following Directions to Achieve a Team Goal Joblink

Instructions for Decoding the Mystery Message
Group 1

The following is a secret message. To decode the message, your group will need three
different keys.

Each person in the group has been given one key. Each key decodes part of the message,
but you need all three keys to decode the whole message.

Key 1 decodes the first part of the message. Key 3 decodes the second part of the message,
and key 2 decodes the third part of the message.

Hyphens separate all letters of the same word. Spaces separate words from each other.

Secret Message

Part One

16-12-11-24-11 21-7 1 10-1-3 23-20 19-1-14-2-9 21-14
16-12-21-7 24-23-23-5.

Part TWo

24-3 24-12 20-5-17-8-21 3-7-8 17-8-12-6 24-5
18 9-22-19.

Part Three

11-17-2-7 14-15-9 3-1-13 1-2-7 7-17-18-17-7-9 17-14-12

5-4-2-14-9-2-14-12 1-25-4-2-13 14-15-9 25-9-25-3-9-10-12
4-11 24-4-16-10 13-10-4-16-6.

Lesson 19: Following Directions...
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Instructions for Decoding the Mystery Message
Group 2

The following is a secret message. To decode the message, your group will need three

different keys.

Each person in the group has been given one key. Each key decodes part of the message,
but you need all three keys to decode the whole message.

Key 1 decodes the first part of the message. Key 3 decodes the second part of the
message, and key 2 decodes the third part of the message.

Hyphens separate all letters of the same word. Spaces separate words from each other.

Secret Message

Part One

16-12-11-24-11 21-7 1 10-1-3 23-20 19-1-14-2-9
21-14 16-12-21-7 24-23-23-5.

Part TWo

24-3 24-12 9-8-7-24-5-17 3-7-8 25-23-24-13
26-7-18-21-3.

Part Three

11-17-2-7 14-15-9 3-1-13 1-2-7 7-17-18-17-7-9 17-14-12

5-4-2-14-9-2-14-12 1-25-4-2-13 14-15-9 25-9-25-3-9-10-12
4-11 24-4-16-10 13-10-4-16-6.

Lesson 19: Following Directions...
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Instructions for Decoding the Mystery Message
Group 3

The following is a secret message. To decode the message, your group will need three

different keys.

Each person in the group has been given one key. Each key decodes part of the message,
but you need all three keys to decode the whole message.

Key 1 decodes the first part of the message. Key 3 decodes the second part of the
message, and key 2 decodes the third part of the message.

Hyphens separate all letters of the same word. Spaces separate words from each other.

Secret Message

Part One

16-12-11-24-11 21-7 1 10-113 23-20 19-1-14-2-9
21-14 16-12-21-7 24-23-23-5.

Part Two

24-3 24-12 22-5 3-7-8 3-18-9-23-8 9-8-7-24-5-17 3-7-8

22-11-8-21-7-8-18-17 13-21-22-15-8-26-3-22-21.

Part Three

11-17-2-7 14-15-9 3-1-13 1-2-7 7-17-18-17-7-9 17-14-12

5-4-2-14-9-2-14-12 1-25-4-2-13 14-15-9 25-9-25-3-9-10-12
4-11 24-4-16-10 13-10-4-16-6.

Lesson 19: Following Directions...
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Instructions for Decoding the Mystery Message
Group 4

The following is a secret message. To decode the message, your group will need three
different keys.

Each person in the group has been given one key. Each key decodes part of the message,
but you need all three keys to decode the whole message.

Key 1 decodes the first part of the message. Key 3 decodes the second part of the
message, and key 2 decodes the third part of the message.

Hyphens separate all letters of the same word. Spaces separate words from each other.

Secret Message

Part One

16-12-11-24-11 21-7 1 10-1-3 23-20 19-1-14-2-9
21-14 16-12-21-7 24-23-23-5.

Part 'him

24-3 24-12 24-5 18 9-24-16 9-22-19 5-8-19-3 3-22
3-7-8 26-18-9-24-5-8-3-12.

Part Three

11-17-2-7 14-15-9 3-1-13 1-2-7 7-17-18-17-7-9 17-14-12

5-4-2-14-9-2-14-12 1-25-4-2-13 14-15-9 25-9-253-9-10-12
4-11 24-4-16-10 13-10-4-16-6.

Lesson 19: Following Directions...
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KEY 1

JobLink

Use the following key to decode the first part of the secret message.

1 = A 10 = B 19 = C

2 = D 11 = E 20 = F

3 = G 12 = H 21 = I

4 = J 13 = K 22 = L

5 = M 14 = N 23 = 0

6 = P 15 = Q 24 = R

7 = S 16 = T 25 = U

8 = V 17 = W 26 = X

9 = Y 18 = Z
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KEY 2

JobLink

Use the following key to decode the third part of the secret message.

1 =A 10 =R 19=J

2=N 11 =F 20 =W

3 =B 12 =S 21 =K

4=0 13 =G 22=X

5 =C 14 =T 23 =L

6 =P 15 =H 24 =Y

7 =D 16 =U 25 =M

8 =Q 17 =1 26 =Z

9 =E 18 =V

Lesson 19: Following Directions...
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KEY 3

JobLink

Use the following key to decode the second part of the secret message.

1 =Z 10 =Y 19 =X

2=W 11 =V 20=U

3 =T 12 =S 21 =R

4 =Q 13 =P 22 =0

5 =N 14=M 23 =L

6 =K 15 =I 24 =I

7 =H 16 =G 25 =F

8 =E 17 =D 26 =C

9 =B 18 =A

Lesson 19: Following Directions...
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Process of Elimination

dobLink

Read these directions and be sure you understand them before filling in the answers:

Fill in the blanks below with an answer from the box. Each answer will only be used
once.

Cross out each word in the box as you use it
If you don't know the answer to a question, skip the question and move on to answer the next

question.

After you have answered all of the questions you know and have crossed out the
answers to other questions, return to the questions you skipped and make an
"educated guess" using the words that are left
When you don't know the meaning of a word, see if it looks like a word you know
or see if you can recognize its root.

hearing hear vision tactile senses

I. Touch, hearing, sight, taste, and smell are our five

2. When we see perfectly, we have 20/20

3. Our ears are used for

4. If something is audible it means we can it.

5. A person who learns best by touching or "hands on" is a

Lesson 20: The Process of...
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Word Power

JobLink

1. Work with a partner.
2. Match the word or phrase with its definition by putting the letter of the correct

definition in front of the word or phrase it defines.
3. Use the "process of elimination". Check off each definition as you use it.

1. appearance a)

2. appropriate
3. contact
4. damage d)
5. data
6. educated guess
7. hazardous
8. ingestion* h)
9. odor i)

10. physical data
11. process of elimination
12. protection 1)

13. sheet m)
14. trade name n)

information
using what you know to make a good guess
dangerous
touch
smell
how something looks
ruling out what is definitely incorrect
hurt; harm; or injury
correct for that situation
a piece of paper
a covering to keep you safe
the name that a product is sold under
information about how a material looks and smells
swallowing; drinking

* Notice the difference between "ingestion" and "injection". They are two different words with
two different meanings.

Lesson 20: The Process of...
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Material Safety Data Sheet (MSDS)

Job Link

PRODUCT TRADE NAME Parker Coolant

PHYSICAL DATA:
Appearance Green Liquid

Odor none

HEALTH HAZARD DATA:
Eyes
Skin
Ingestion

Contact with eyes can cause bum and eye damage.
Contact with skin can cause irritation.
Can result in bums of the digestive tract.

PERSONAL PROTECTION:
Eye Protection
Skin Protection

Goggles
Gloves

Lesson 20: The Process of...
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Questions About Hazardous Materials

Use the MSDS to answer the following questions:

1. What is the trade name of this product?

2. What color is this product?

3. Does this product have a smell?

4. What will happen if you get this product in your eyes?

5. What will happen if you get this product on your skin?

6. What may happen if you swallow this product?

7. What protection do you need when using this product?

and

Lesson 20: The Process of...
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Educated Guess or Accurate Response?

Read each situation below.

Write the words "educated guess" in the blank after that statement if you think that it is all right

to take a guess in that situation.
Write the words "accurate response" if you think that it is critical to respond to that situation

correctly:

1. Your supervisor asks when you think your paperwork will be finished.

2. You are not sure of the correct answer on a test.

3. You are deciding what parts need to be rejected.

4. A co-worker asks you if you think you'll work overtime this week.

5. The machine operator asks you if her machine is turned off before she reaches in to

repair it

6. Your family asks you about what time you think you'll be home tonight

7. You need to write down the names of the chemicals in a mixture.

Lesson 20: The Process of...
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Filling Out Forms

On the blank line, write the letter of the correct answer.

1. When you fill out a form, you must
a. Use a pencil
b. Always type
c. Use a pen

2. When filling out a form, you should
a. Print dearly
b. Write fast
c Use cursive writing

3. N/A means
a. No answer
b. Does not apply
c Not applying

4. Abbreviations must
a. be in all capital letters
b. be followed by a period
c. be written in lower case

5. Names of people, companies, streets, cities, and states should
a. begin with a capital letter
b. be written in cursive writing
c. be written in all lower case letters

6. On an application or form, your name
a. will always be written with your first name first
b. will always be written with your last name first

c. may have either your first name or your last name first

7. Your signature should be
a. printed
b. in cursive writing
c. written by someone else

8. An affidavit
a. is a statement that the information contained in a form is correct
b. is not an important part of a form
c must not be signed

9. When filling out a form, it is very important to
a. skip some answers
b. fill in all blanks that apply
c make up information that you don't know

10. If someone calls your house or comes to the door and asks you to take a survey
a. you must answer all of the questions
b. you are not obligated to give out any information
c it is probably a government survey 6 4 5

Lesson 21: Filling Out Forms...
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Group Activity: Fill In The Blanks

dobLink

Directions: Each of the following answers belong in a blank in the survey below. Work as a group.

Write each answer in the correct blank. It will help if you cross out each answer as you use it:

(714) 555-5555

(714) 555-5556

2553

47

5 years
92669
ABC Widget Co.

Avenue

B.

California

East Chapman

electronic assembler

Johnson

Mon., Wed., Fri.

Orange
part time
permanent
Robert

supervisor
yes

Name M F

last first M.I. circle one age

Company Company Address

street ctty state zip

Job Title Full or Part Time? Permanent or Temporary?

Years at that
Position

Are you interested in
training for another
position?

What position would you be
interested in?

What days would you be available for training?

Circle all available days:

Tues Wed Thurs Fri Sat Sun

Phone Number
daytime: ( )

evenings: ( ) -

IMon
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Tips on Filling Out Forms

1. Look at the whole form.
Which of the questions do you already know the answers to?

2. Answer the questions that you know the answers to.

For now, skip the questions you do not know the answers to.

3. Look at the questions you left blank.
What information do you need to answer those questions?

4. If there is a question that does not apply to you.
Write N/A in the space.

JobLink

(For example: If the question asked "List the names of your children': but you do not have children, you

would write N/A in the space.)

5. What else can you do if you don't know the answer?

a. Ask if you can have some extra time to fill out the survey or form.

b. Ask someone who might know the answer.
c. Look up the answer in a book, dictionary, manual, etc.

Lesson 21: Filling Out Forms...
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Filling Out A Voter Registration Form

Review the information below. It contains an explanation of instructions for filling out a voter
registration form, definitions of terms, and the spelling of some words you may want to indude.
You make look up more words in the dictionary.
Directions: Fill out the voter registation form on the back of this page.

Glossary of Instructions, Definitions, and
Spelling of Important Words

INSTRUCTIONS

1. WRITE ONLY IN INK: Use a black or blue pen. Do not use a pencil.
2. PRINT CLEARLY: Be sure each letter can be easily read.
3. THERE MAY BE A CHOICE OF TWO BLANKS TO FILL OUT. In this case, you only fill out the blank that applies to

you.
4. DO NOT LEAVE BLANKS UNFILLED UNLESS IT IS APPROPRIATE.

DEFINITIONS
1. N/A: This means "does not apply Use N/A when the information requested on the form does not apply to

you.
2. enrollment: registering
3. residence: your home address
4. height: how tall you are in feet and inches (Example: five feet, eight inches is written 5'8".)
5. length: how long something is (Example: Your length of time at your residence is how long you have lived

in your present home.)
6. birthplace: the city where you were born. There is a separate blank to fill in if your birthplace is not in the

U.S.

7. previously: already been done
8. present name: the name you legally use now
9. party enrollment: you may register in one of five political parties but you may check another box if you do

not want to register in any particular party
10. absentee ballot: a ballot you fill out and send in by mail. When you vote by absentee ballot, you do not

vote at a local polling place.
11. affidavit: a sworn statement You are taking an oath that the information is correct.
12. perjury: to lie under oath
13. witness to mark: the name of a person that observed you, and only you, sign the application

SPELLING OF IMPORTANT WORDS
auburn black blonde blue brown dark green hazel light red

Lesson 21: Filling Out Forms...
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Filing Out An Application for a Driver's License

APPLICATION FOR DRIVER'S LICENSE
PLEASE PRINT IN SPACES NEXT TO ARROWS .

1 I
Last Name First Name Middle Initial

.

2
Date of Birth

Month Day Year Sex

0 M 0 F

3

Number and Street (Mailing Address)

4

City or Town State ZIP Code

5

County of Residence

a

Legal Address if different
from Mailing Address

7

Has your address changed since your
last license was issued?

Yes 0 No

8

Height Eye Color

4

Lesson 21: Filling Out Forms...
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Individual Activity: Filling Out A Survey

Glossary of Terms

1. Abbreviation: a letter or letters that stand for a longer word. Abbreviations always end with

a period. Common abbreviations are: Street (St.), Avenue (Ave. or Av.), Boulevard (Blvd.), Road

(Rd.), number (no.), month (mo.), year (yr.), California (Calif. or CA.), Orange County (0.C.)

2. Applicant: the name of the person applying for a job or position

3. Initial: the first letter of a first or middle name. Because initials are abbreviations of names, they

are capitalized and followed by a period.
4. Occupation: job
5. Optional: voluntary; by choice; not necessary
6. Print: block letters, not cursive writing
7. Signature: a name signed by a person in cursive writing

8. SurVey: a form that asks you to fill out answers to questions. Most surveys are optional unless

they are part of an application. You are not obligated to provide personal information to
companies you buy from or for people who come to your door or call you on the phone.

Directions: Fill out the following survey. Use a pen. Clearly print all of your answers. Look up any words

you are not sure of in the dictionary so that you will correctly spell all words. Be careful that you print

your name in the correct order because some surveys and applications ask for your last name first

Car Pool Survey

Name M F

last first Mi. circle one age

Company Address

street city state zip

Job Title Time Your Shift Begins

a.m. p.m.

Time Your Shift Ends

a.m. p.m.

Do You Car Pool?

YES NO

Would You Be Interested In
Joining a Car Pool?

YES NO

Days (circle days)

S M Tu W Th F Sat

Daytime Phone Number: ( ) -

Lesson 21: Filling Out Forms...
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Paired Activity: An Oral Questionnaire

Read all of the directions below before beginning this assignment:

1. You are going to be filling out a questionnaire for your partner by reading the questions on a

form aloud to your partner and writing down his/her answers.

2. Your partner will not see his/her form until you have completed it

3. If you do not know how to spell a word, ask your partner to spell it for you. If neither of you

know the correct spelling use the dictionary

4. Print all answers in blue or black ink.

5. Begin at the arrow and make sure that you fill in each box. If a question does not apply to

your partner, fill in the box with "N/A" (meaning: "does not apply").

6. After you complete your partner's form, have your partner do the same for you with your

form.

7. When both forms are completed, proofread the form that your partner filled out to be sure

all answers are correct. When you are sure that all answers are correct, you may sign your

own form.

Lesson 22: Filling Out Forms...
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Filing Out An a Voter Registration Form

mow so.
mg. I"' APPUCATION FOR REGISTRATION AND ENROLLMENT BY MAIL

Section 1

LAM Mum Fire Name Initial Jr. or Sr.

Rasitestics Address No. Sawa et Road City, Town (Op Coes)
II Asartment Owslisr or 1.00Nsr Sonman what

sada masts/
Room No. Moor NO. Aoartmsm No.

Maslen Address if different
Born

In U.S.A.

Yes 0 No 0Oats of
Ihrth

leff

Son No.

Tn.

Rtag. Oat.

SC. V. Z.

Lamp of Tlmo at Yaws
Rasidancs Months

Ons

lt you live in incorporated wawa& Om Whops name Tattoilentt Mumma' (11 fisted/

Sas Hawn Coto?
Nag

.01
Color
Ern-

O mese Mad=

Section 2 EURTHPLACE
(It Born in Ms Unne0 Stalest

elinidiLACe
Id do ewe al tn. unmet Swam

NAME AI' BIRTH
Ilt Ottleterel

Qty. Town Slats COunitY

Neve yOU peen orsirmuslY a
tvoistareell IN

u wwww name/ at a
lOW you overerse lanalr 1,W it not. WNW WOW (MISS did you regime

Old you Mon reams al raid II net. Otarn weld
Mead eddreast stledsm Old you

Pio.

Ms CI NO CI regime??

St. GlY. Tome (Zio Cods) County

Were you registered onmedisiely
atom moving?

vas 0 No

Ill wnitt yam 010 you
tall vote at a Gamest
EleClien in this State?

Nanht and Adorns ot Present Employer or Scnoot

FILL IN ONLY IF APPLICANT IS FOREIGN BORN

hisurNitatton Pamirs Oats est Paws and Stats

Canna ltsmors C alathaeta maubstacrs
Clther samananon ot CassnInto

'Coot INam. ot Parson te Meld

Pow tor rasS Lime ASV% if Mu wad* Au masamill SaLLOT asieLiCATION KAM OdiCX 11110W.

Section 3 O MI YEASTS PRIMARY
MAIL APPUCATION TO:

0 THIS YEAR'S GENERAL. ELECTION.

Be sure to complete this secaoni
PARTY ENROLLMENT

If you wish to enroll In a political party, Check the
party of your choice:

0 Diatomite C Rsotaistlean

0 Conservative CI Mom to UN C Ube's'
a Transfer my present patty enrollment to my

new address. (See Instruction No. 7C).

13 I do not wish to enroll in arty political party.

a I am herewith changing my enrollment (See
Instruction No. 8)

AFFWAVW

n affirm that the information provided herein Is true

and I understand that this snail:anon will be
accepted for all purposes as the equivalent of an

affidavit. and If it contains a material false state.

mem, shall subject me to the same penalties for

Witty as if I had been dui), sworn.'

katoSture al Mot OS AtItikare

Miriam to Mara

Lesson 21: Filling Out Forms...
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English as a Second Language
Lesson 22: Filling Out Forms: Bringing It Back to Work Joblink

Common Forms:
Filling Out A Social Security Number Application

A SOCIAL SECURITY NUMBER APPLICATION
RUM type or prtnt. Don't use pencil. .

.4JAA4E To Fiffit .
I Middle I Last

.v.es SHOWN
I

. I

ON CARO '
I I

FULL NAME AT Firs* 1 Middle I Last

-BIRTH (IF OTHER
..

I I

. ,PiAN ABOVE) t I -
OTHER

.NAME(S)..
-....OSE0.

.
. .

**LING .. '.

ADDRESS..
.. zip

:.:OITY .
. I STATE II .

I II. I
.

i-O.I.TIZENSHIP (Check on only)

.i:0-.....: U.S. citizen

.:0 b. .Ligal alien allowed to work
d c.- Legal alien not showed to work

'..o ti.r. Other

SEX

0 Female

DATE MONTH 1 DAY ; YEAR

OF I 'I

1 I
PRESENT AGE

PLACE CITY ' STATE OR FOREIGN COUNTRY

OF
I

. I

.

BIRTN 1

:MOTHER'S First
I Middle Last (her Maiden nuns)

-NAME AT
I I

:14ER WIN
I

S I

I I

FATHER'S RM.. 1 Middle Last

:NAME I
.

i
a. Have you or someone on Your helsall applied lot I social sew* number bMora? 0 No 0 Don't Know: . 0Yes

b. Enter socket security number

.

c. In What State did you sooty? I Whet year' .

I
I

1.4."EnOr the name Shown On Mir fflosi:
recent sOciat security card

. . ....

MONTH I DAY.- - yEAR

:TIOPAY'S,-
S

I. I
:WS i 5 1 I

Teleuhane number . HOME I OTHER

where we can reach I
you during the day 1

,, YOUR SIGNATURE

Lesson 22: Filling Out Forms...
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Common Forms: 
Hospital Form 

JobLink 
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English as a Second Language ¶
Lesson 22: Filling Out Forms: Bringing It Back to Work JobLink

Common Forms:
Employee's Withholding Allowance Certificate

form 111-4
.... October 1575)

Department ei the Treasuty..Internal Revenue Sermce

Employee's Withholding Allowance Certificate

Print goer full name fe.
j Your social security number tw

Addreu (including ZIP code)
0 Single 0 Married 0 Married, but withhold at higher Sincte rate :

Marital status:
Hole: II mottled but legally seaetated. Or spouse rs a nonresident alien. check the single block.

1 Total number of allowances you are claiming. (from line F of the worksheet on page 2)

2 Additional amount. if any, you want deducted from each pay (if your employer agrees)

3 I claim of emotion front withholding because (see instructions and check boxes below that aCiDly):

0 Last year I did not owl any Federal income tam and had a risht to a lull rthind of ALL income tam withheld. AND

b 0 This year I do not motel to owe any Federal income tat and etpect to have a riVil to a full refund el ALL income lax withheld. If bath

a and 0 apply. enter -EXEMPT* here
e If you entered -EXEMPT" on tine 3b. are you a full.time student?

/4 / ,

0 /es 0 Ns

turner tn personae et wpm,. I enily that I am entitled to the munber.01 mthhoteung attaxiances Claimed On Ms eerklieate, or If claiming exemption

Mani wittiltelding. that I am entitled Is claim the exempt status.

1=221,..._jesst nature M Date an
e 19 .

emoisw, .ems and address (iotholing ZIP code) (FOX tamorrers lis( cots)
[mosey.. IdlentItleatIon manstmtr

BEST COPY AVAILABLE

6 0 tj

Lesson 22: Filling Out Forms... Copyright 01996 by Coast Community College District



English as a Second Language
Lesson 22: Filling Out Forms: Bringing It Back to Work

Common Forms:
Application for Employment

doblink

APPLICATION FOR EMPLOYMENT
PERSONAL INFORMATION

riM

SOCIAL SECURITY
DATE NuMEIN

AGE SEE

PRESENT OCIRCES

1.4T Int In 11.1001.11

DATE OF BIRTH
COLOR

HEIGHT WEIGHT 112, NAM

PHONE NO.

COLOR
Or ETES

EMPLOYMENT DESIRED

POSITION
DATE YOU
CAN DESIRED

FORMER EMPLOYERS MIST SELOW LAST POUR EMPLOYEES. INO WITH LAST ONE root

DATE
AHD TEAR

MANE AND Aoon Ess or gripixotwe ALARY POSITION REASON POE LEAVING

IRON

TO

PROM

TO

EDUCATION NAME APR LOCATION Or SCHOOL. ATTENDED 0111ADDAUTACTED
SUOJECTE STUDIED

RAMmAR SCHOOL

SION SCHOOL

REFER.ENCES: civic Tmg NAME, OP PERsoms NOT RELATED TO YOU.WHOM YOU HAVE KNOWN AT LEAST ONE YEAR.

NAME BUSINESS
YEARS

ACQUAINTED

i

a

3

DATE SIGNATURE

Lesson 22: Filling Out Forms... Copyright ©1996 by Coast Community College District
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English as a Second Language
Lesson 22: Filling Out Forms: Bringing It Back to Work

Common Forms:
Application for Employment

Job Link

PERSONAL:

NAME SOC. SEC. NO.

ADDRESS PHONE

WORK EXPERIENCE:

NAME of company where you worked last

ADDRESS
(number. Street b(Iy. Mere, ziP code)

WHEN you worked: Started Left (If still there, write present)
(month year) (month & year)

JOB TITLE SUPERVISOR

DUTIES SALARY

WHY YOU LEFT (If still there, put a dash)

NAME of company where you worked before the one above

ADDRESS

WHEN you worked: Started Lett
(month. year) (monm, year)

JOB TITLE SUPERVISOR

DUTIES . SALARY

WHY YOU LEFT

EDUCATION:

NAME of high school

YEARS ATTENDED

NAME of other school
(business, vocational, college)

CITY & STATE

WHEN (did you, will you) GRADUATE

CITY & STATE

YEARS ATTENDED SPECIAL SUBJECTS studied

SPECIAL SKILLS: (Such skills as: Drive a car, type [what speed?), take steno, operate a Xerox machine,

speak a second language)

REFERENCES: (Think of 3 people, not relatives, who know you well)

NAME JOB TITLE

ADDRESS PHONE

NAME JOB TITLE

ADDRESS PHONE

NAME
JOB TITLE

ADDRESS
PHONE

Lesson 22: Filling Out Forms...
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English as a Second Language
Lesson 1: Getting to Know Each Other

Bingo Game

Find someone in class who...

Job Link

Plays Soccer Has been to Disneyland Has Grandchildren

Has a sister Likes tomatoes Was born in California

Has been to
San Francisco

Worked at your company
more than 10 years

Likes to sing

Goes to school Has children Is not married

Has a dog Has blue eyes Drives a truck

Lesson 1: Getting to Know...
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English as a Second Language V'

Lesson 2: What Makes Effective Greetings and Small Talk

Small Talk

Hi. How are you?

Fine. How are you?

Fine, thank you.

What's your name?

I'm

What's yours?

I'm

What's your job at this company?

I'm

What do you do?

How long have you worked here?

About

How about you?

About

Do you like your job?

Yes/no

Why?

Because

Well, I've enjoyed talking with you. I hope I see you again.

Me too. Good-bye

Bye.

Lesson 2: What Makes Effective...

660

Job Link

Copyright 01996 by Coast Community College Distfict Transparency 2



English as a Second Language V
Lesson 3 : ESL at Work

Group Activity To Small Talk

jobLink

1. Each team member will write down two questions he/she might ask
a new friend or co-worker in order to make small talk.

2. Each member will share his/her questions with the group.

3. The group will choose from those questions and write a "small talk"

dialogue.

4. Practice the new dialogue with at least two partners from the group.
Be sure each person tries to take both parts.

5. The group will choose two members to perform the dialogue for the
whole dass.

Lesson 3: ESL at Work

661
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English as a Second Language
Lesson 6: What's the Idea

Who Can You Find?

Find someone in this class who:

Job Link

1. has worked at your company for more than 5 years.

2. goes to school.

3. reads directions or instructions at work.

4. likes to talk at team meetings.

5. has to talk on the phone at work.

6. wants to learn more English.

7. wants to become a U.S. citizen.

8. reads safety signs at work.

9. went on a trip to Mexico during vacation.

10. has an idea to tell the supervisor or boss.

Lesson 6: What's the Idea

662
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English as a Second Language V.
Lesson 6 : What's the Idea

Reading/Writing Warm-up

Reading (10+ minutes)

Title

Author
Today I read pages

Job Link

This book was about

alNew Words:

Writing (10+ minutes)

Topic:

Your thoughts:

Lesson 6: What's the Idea
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English as a Second Language '?
Lesson 6 : What's the Idea

1. contaminate

2. sterile

3. solution

4. filter

5. container

Lesson 6: What's the Idea

Vocabulary List

664

dobLink
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English as a Second Language r
Lesson 6 : What's the Idea

Main Ideas

JobLink

The following words can be put into groups. The main idea of each group is listed. Try to put

the words with the correct main idea.

Sports Colors

Clothing TONS

hammer Pants orange track

baseball soccer shirt Jacket

screwdriver chisel turquoise shovel

tennis brown vest saw

swimming skirt beige gray

665
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English as a Second Language
Lesson 7 : Give Me the Main Idea

Main Idea Hunt

dobLink

At our company we make many products. PICs or Plastic Irrigation Containers are an
important product About 14% of our company's profits come from PICs. There are many steps
to follow when PICs are made. PICs come in many sizes.

The most important idea is:
a. Our company makes only PICs.
b. PICs are an important product at our company.
c. Our company makes supplies for eye doctors.

Plastic Irrigation Containers come in four sizes. Some PICs are half liter and some are one liter.
PICs are also two liter and four liter. The crew can handle the smaller containers faster than the
larger containers. Every size PIC must be handled with care.

The most important idea is:
a. All PICs are the same size.
b. The crew only handles four liter PICs.
c. PICs are not all the same size.

Copy the sentence from the paragraph that tells the answer.

Our company manufactures all the things that are needed for IV therapies. At our company we
make IV solutions and the sets that connect the patient to the solution. We also manufacture
and distribute the computerized pumps that control the flow, the filters and the poles.

The most important idea is:
a. Our company makes computerized pumps.
b. Our company makes everything that is needed for IV therapy.

c. Our company makes IV solutions.

Underline the sentence in the paragraph that tells the answer.

Lesson 7: Give Me the Main Idea
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English as a Second Language V
Lesson 8: Just Give Me the Facts

$6.25

$3.40

$1.98

$4.19

$10.00

$2.90

$5.75

$830

Dictation Pairs - Student A

Job Link

English as a Second Language V
Lesson 8: Just Give Me the Facts

$6.25

$3.40

$1.98

$4.19

$10.00

$2.90

$5.75

$830

Lesson 8: Just Give Me the Facts

Dictation Parrs - Student A

Jobb/7k
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English as a Second Language V'
Lesson 8: Just Give Me the Facts

$3.18

$7.16

$2.80

$9.60

$1.55

$4.15

$8.20

$6.17

Dictation Pairs - Student B

jobLink

English as a Second Language
Lesson 8: Just Give Me the Facts

$3.18

$7.16

$2.80

$9.60

$1.55

$4.15

$8.20

$6.17

Lesson 8: Just Give Me the Facts

Dictation Pairs - Student B

dobLink
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English as a Second Language
Lesson 8 : Just Give Me the Facts

Let's Find Facts

JobLink

A good attitude at work can help you get ahead. You can show a good attitude on your job. Be
on time every day and do your work well. Help the other members of your team. Don't tell
them, "That's not my job7

At work, you should
a. come late.
b. be angry with your co-workers.
c. help your co-workers.

Miguel had a problem at work. The same machine broke again. It had broken twice last week.
Miguel call the repairman to fix it The man did not come for two hours. Miguel got angry and
yelled at the repairman. The next day the repairman called Miguel's supervisor.

Miguel was angry because
a. the machine worked well.
b. the repairman did not come for a long time.
c he was tired.

Most of us work every day with many different people. We talk with co-workers and with our
bosses. Sometimes we work with customers. It is important to get along with them. Working
well with others and having a good attitude save the company money because production
often goes up.

Getting along with others
a. is important
b. makes other people mad.
c. is very easy.

If employees work well together
a. the company loses money.
b. production rises.
c. customers call to complain.

Lesson 8: Just Give Me the Facts
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English as a Second Language V
Lesson 9 : Sorting Things Out

Sorting Things Out

Working with your group, name four things which fit in each category.

Animals Things That Fly

Job Link

Things You Can Drink Sweet Things

Lesson 9: Sorting Things Out

670
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English as a Second Language V

Lesson 1 0 : Let's Get It In Order

Who Can You Find-#2?

Find someone in this class who:

Job Link

1. can tell you who to call for a medical emergency.

2. wears hearing protectjon in his or her department.

3. knows what "evacuation" means.

4. likes to list to books on tape.

5. wears safety glasses on the job.

6. can give you directions to the cafeteria.

7. can explain the word litter.

8. works in a deanroom.

9. uses a weld shield at work.

10. has a new idea to tell the supervisor or boss.

Lesson 10: Let's Get It In Order

671
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s

English as a Second Language v
Lesson 10: Let's Get It ln Order

Order, Order, Order!

Job Link

The following is the sequence for making, filling, sealing and inspecting PICs.

The bottles are made in Blow Molding.
The solution is put in in the filling line.

The bottles and dosures are sealed together.
They are sealed with a solution made in Mixing.
The filled container is "cooked" until it is assured that the product is sterile.

They are dried on the packing line.
The inspector gives them a touch test

Put these statements in the proper order.

The filled container is "cooked" until it is assured that the product is sterile.

The solution is put in in the filling line.
The inspector gives them a touch test

The bottles are made in Blow Molding.

They are sealed with a solution made in Mixing.

They are dried on the packing line.
The bottles and dosures are sealed together.

Lesson 10: Let's Get It In Order
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English as a Second Language v
Lesson 11: Keeping Things In Order

Let's Make a House or a Boat

Job Link

Cut out the shapes below. Then, work with a partner to see if you can join the pieces to make

the house, and then the boat It is not as easy to put the pieces together as it looks! Your

teacher has the answers.

673
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English as a Second Language v
Lesson 1 1: Keeping Things In Order

How Are We Doing?

Please circle the answer which most nearly matches your opinion.

JobLink

I am learning nothing a little bit a lot

My reading is improving not at all a little bit a lot

English is always difficult sometimes difficult easy

I like my work not at all a little bit a lot

The best thing about this class is

2 I would like this class more if

Lesson 11: Keeping Things In Order

674
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English as a Second Language v
Lesson II: Keeping Things In Order

A Busy Day

Job Link

Anna and Maria had a busy day. Put the sentences in the correct order to tell what they did.

a. After dinner, Anna washes the dishes and does her homework.

b. Anna goes to bed at 10:00.

c. Anna gets up at 6:00.

d. Anna and Maria eat dinner at 630.

e. At 7:00 in the morning Maria takes Anna to school.

f. Anna finishes school at 5:00.

g. Maria picks Anna up after school.

h. Maria makes breakfast for Anna.

i. Maria makes dinner and Anna sets the table.

Lesson 11: Keeping Things In Order

675
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English as a Second Language
Lesson 1 2 : What's Your Style

Getting to Know You

Find someone in class who:

Job Link

Has to read work orders at work.

Had to learn something new on
the job in the last 6 months.

Has to write notes at work.

Has to use the computer at work.

Is on a team at work.

Goes to school.

Wants to learn a new job at work.

Had to make a presentation at work.

Has changed jobs in the last year.

Lesson 12: What's Your Style

676
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English as a Second Language V
Lesson 1 2 : What's Your Style

Learning Styles

Joblink

A learning .style means the way an individual likes to learn. A person's learning
style is influenced by nature and environment. Three learning styles which we

will discuss today are:

1. Visual Learners

2. Auditory Learners

3. Tactile Learners

Lesson 12: What's Your Style
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English as a Second Language
Lesson 12: What's Your Style

Adult Learning Style Profile

Job Link

Directions: Read each statement Place a 1, 3, or 5 in the box at the end of the statement:

1 Indicates least like you

3 Indicates somewhat like you

5 Indicates a lot like you

Work quickly- do not sit and ponder. There are no right or wrong answers.
1. I'm good at remembering things I hear or that people tell me.

2. I like to read and usually read a lot

3. I notice that I often bear down extremely hard with pen or pencil when writing.

4. I often find diagrams, graphs, and charts difficult to understand.

5. I do better at following directions if I read them, not just hear them.

6. I enjoy doing work/sewing or woodworking or working on machines.

7. I like group-type projects which allow for lots of discussion and exchange of ideas.

8. Graphs, charts, and diagrams help me to understand the subject/presentation.

9. I notice that I often handle objects such as coins, keys, or pencils while studying,
reading, listening, or talking.

10. I understand academic subjects better when listening to lectures or tapes.

11. I remember best by taking notes in dasses/meetings; making lists of things to do.

12. I notice that I like to have snacks or drinks available or chew gum or smoke while
studying or working.

13. I find that I can spell difficult works if I "sound them out"

14. I'm good at using maps to find places.

15. I like dassroom or work projects where I can create/make things or build models.

16. I enjoy attending and listening to a good lecture/speech play or drama.

17. I enjoy spending time reading or looking through magazines, books and newspapers.

18. I exercise regularly by doing aerobics, jogging, walking or participating in sports
activities.

19. To solve a problem/difficult situation, I need/like to talk it over/discuss it with others.

673
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English as a Second Language
Lesson 1 2 : What's Your Style

Adult Learning Style Profile
(continued)

20. It helps me to spell difficult words if I write them down or see them in print

21. I feel comfortable in physical contact of touching others, hugging, and handshaking.

22. I'm good at remembering and following oral directions.

23. I am good at working and solving jigsaw puzzles and mazes.

24. I enjoy sight-seeing and visiting new places.

25. I enjoy music: singing, listening, going to musicals or concerts.

26. I'm good at researching topics articles or stories and/or writing reports.

27. I doodle during meetings, lectures, or while listening on the phone.

28. I read aloud/whisper to myself when trying to understand new or difficult material.

29. I'm good at doing layout and design work: formatting drawing, sketching and coloring.

30. I like working with computers or other electronic technology for learning/working.

Lesson 12: What's Your Style
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English as a Second Language V
Lesson 1 2 : What's Your Style Job Link

Inventory Scoring

1. Put the point value number (1, 3, 5) on the line next to its corresponding item number.

2. Add each column to get your total score under each heading.

1 point = Seldom
3 points = Sometimes
5 points = Often

AUDITORY VISUAL TACTILE

No. of Pts.

1.

No. of Pts.

2.

No. of Pts.

3.

4. 5. 6.

7. 8. 9.

10. 11. 12.

13. 14. 15.

16. 17. 18.

19. 20. 21.

22. 23. 24.

25. 26. 27.

28. 29. 30.

Total Total Total

Lesson 12: What's Your Style
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English as a Second Language
Lesson 1 2 : What's Your Style

Inventory Scoring
(continued)

Copy your highest, second highest, and lowest scores below:

Scores:
Highest Second Lowest

Your Learning Style Profile

"Style Letters":

Example:

38 - 34 - 28
V T A

681

Job Link
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English as a Second Language
Lesson 12: What's Your Style

Learning Styles Suggestions

Job Link

If you are a visual learner (learn by seeing):

1. Write things down because you remember them better that way.
2. Look at a person when he or she is talking.
3. It is better for you to work in a quiet place, and usually by yourself.
4. Use color highlighters to mark important information.
5. Write vocabulary words on index cards in color, and study the information.

If your supervisor gives you oral directions that you do not completely understand,
consider asking him/her to write the directions down for you. You might say: "I didn't
understand everything you said. Could you write it down for me?"

If you are an auditory learner (learn by hearing and discussing):

1. Try working with a friend so you can talk over information.
2. Make tape cassettes of information and listen to them.
3. Read information aloud to yourself.
4. Write vocabulary or other information on index cards in color, and read aloud.
5. Recite aloud the things you want to remember.

If your supervisor gives you written directions and after reading them you still do not
understand, you could ask him or her to discuss the information with you. You might say:
"I read the information, but I don't dearly understand these directions. Could you tell me
what you want?"

If you are a tactile learner (learn by doing):

1. When trying to learn something, walk around while saying the information to yourself.
2. When trying to memorize information, try dosing your eyes and writing the information

in the air.
3. When you get job information in writing, look at the pictures and the section headings

before reading the whole thing.
4. When you are in a meeting cross your legs or jiggle your foot. You may even want to

squeeze a tennis ball or nerf ball when listening to someone speak.
5. You probably like to have quiet music playing when you are working.

If your supervisor gives you directions orally or in writing and you do not dearly
understand, you could ask him or her to show you what the directions mean. You might

682
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English as a Second Language To
Lesson 1 3: Its All In The Words You Use

Supervisor

Customer

Eliminate

Improve

Process

Task

Promotion

Shift

Assembly

Notice

Team

Meeting

Memo

Salary

Benefits

15 Workplace Words

683
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English as a Second Language
Lesson 1 3: Its All In The Words You Use

The Matching Game

Match each word to its correct dnition:

To put something together

To make things better

A written or printed announcement

A group of people who work or play together

The work hours

The person in charge of a department

The person we make our product or service for

To get rid of

A piece of work set to be done

A gathering, an assembly

A payment in return for work

The method to make a product

A letter

What you might get when you work at a
company (insurance, bonus plan, etc.)

A rise in rank or position, an advancement

JobLink

Supervisor Promotion Memo

Customer Shift Salary

Eliminate Assemble Benefits

Improve Notice Task

Process Team Meeting

Lesson 13: It's All In The Words You Use
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English as a Second Language V
Lesson 1 3: Its All In The Words You Use

Using the Words

JobLink

One day the in my department was talking to one of our

who told him that we needed to improve our

Our supervisor felt that this was not going to be an easy

and he put together a of employees from our department

and called a for us to get together on Friday. On Friday,

we talked about improving what we do by some of the

waste we have in the area (he place where we put together

the parts). After the meeting our supervisor sent out a to let

everyone know what we had decided. We posted a on the floor

so everyone on both would know what to do. The suggestion our

team made was very successful. We all got a and a raise in our

The company was so happy they added a bonus plan to our program.

Supervisor Shift Memo

Customer Assembly Salary

Eliminate Notice Benefits

Improve Team Task

Process Meeting Promotion

685
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English as a Second Language V
Lesson 1 3: Its All In The Words You Use

Workplace Idioms

1. Cream of the crop.

2. Work like a dog.

3. My feet are killing me.

4. Bread winner

5. Top banana

6. Bite off more than I can chew

7. Moonlight

686

JobLink
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English as a Second Language V
Lesson 1 4: Writing Step-by-Step Directions

Chronological Order

JobLink

Ordering Words
The following words may be used to help order the steps of a process:

first
second (third, fourth, etc.)

then

next

after
finally

Put the following steps in order by writing the number in front of each step that
shows which number it is in the process. Use the ordering words in bold to help

you:

After that I put on sterile gloves.

When I arrive in the locker room, I wash my hands.

Every day, I arrive at work at 7:00 a.m.

Then, I put on a sterile gown and mask.

The first thing I do is dock in.

I am finally ready to go to my work area.

Secondly, I walk to the locker room

Lesson 14: Writing Step-by-Step...
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English as a Second Language V:
Lesson 14: Writing Step-by-Step Directions

Organizing and Writing
Step-by-Step Directions

YOUR NAME:

Job Link

TITLE OF INSTRUCTIONS:

Write down all of the steps involved:

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

683
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English as a Second Language w
Lesson 16: Requesting Giving and Clarifying Directions

Dialogue

Job Link

Jose is a new employee. Carmela is his new lead. They are talking in Carmela's office.
Carmela is giving directions to Jose. She is telling him the steps he will need to do his job.

Work with a partner Read the following dialogue to see how Jose asks for the information
he needs:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

CARMELA:

JOSE:

Jose, you will be in charge of keeping our parts bins supplied with parts.
When you see that we need parts, you will fill out a requisition form and
take it to inventory. They will give you the parts and you will bring them
back to our department.

Would you mind if I asked you some questions?

Sure, go ahead.

What requisition form do I need?
You need Requisition Form #210. The forms are kept in the folder next to
the computer.

DO you mean the red folder between the computer and the printer?

Yes, that's the one.

O.K. Who fills out the form?

You need to complete the form.

Could you please explain how I fill out the form?

Sure. Just fill in the date, the part number, and the quantity

rm sorry. I forgot where I'm supposed to pick up the parts.

That's all right You pick up the parts in Inventory.

Where is Inventory?

It's in the warehouse.

Who do I give the form to?
Give it to the person at the desk. Wait for them to bring you the parts.
Then, bring the parts back here and put them in the correct bin.

I understand now. Thank you.
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English as a Second Language
Lesson 16: Requesting Giving and Clarifying Directions

Useful Expressions

Polite Expressions To Use When Giving and Receiving Directions:

Could you please...?

Would you please...?

Excuse me... Please...

Job Link

I'm sorry... Would you mind...?

What To Say When You Don't Understand:

I don't understand. Could you please explain that again?

I don't understand. Could you please show me?

What do you mean?

Do you mean...?

Did you say...?

I'm no sure I understand. Could you please give me an example?

690
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English as a Second Language
Lesson 16: Requesting Giving and Clarifying Directions Job Link

Making Directions Easy to Understand

Carmela's directions did not have enough information. She did not include all the key

ideas. Jose had to ask many questions to understand his new job. Carmela could have helped

Jose if she had used ordering words to tell him the steps involved in his new job.

Use the information from the dialogue to write down all of the steps Jose needs for his

new job. Be sure to put the steps in chronological order and include all of the details for each

step:

Directions for Jose's Job: Keeping the Bins Supplied With Parts

1.

2.

3.

4.

5.

6.

7.
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English as a Second Language sf
Lesson 17: Using Learning Styles to Remember Information

Card Game Vocabulary

Word Power

Nouns (people, places, or things):

player step

deck half

stack top

pair bottom

verbs (action words):

divide

collect

count

Adjectives (describe nouns):

face up

face down

Ordering Words (Remember these from Lesson 14?)

first (second, third, fourth, fifth, etc.)

then

next

after

finally

692

JobLink
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English as a Second Language
Lesson 17: Using Learning Styles to Remember Information

Learning Styles Groups

jobLink

Group #1 = auditory learning group. The volunteer from this group will listen to directions
then restate them to the group. The volunteer is not permitted to look at the
directions or have cards to play with.

Group #2 = visual learning group. The volunteer from this group will read a set of directions
then restate them to the group. The volunteer does not receive any verbal
explanation of cards to play with.

Group #3 = tactile learning group. The volunteer from this group will be shown by one or
two of the group members how to play the game using cards as props. The group
is not allowed to explain the directions verbally or show the written directions to

the volunteer.

Lesson 17: Using Learning Styles...
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English as a Second Language
Lesson 17: Using Learning Styles to Remember Information

How to Play War

Jobtink

War is a popular card game in the United States. It is played mostly by children and

teenagers. War requires two players. To play:

I. Divide a deck of cards in half. Give one half to Player #1 and the other half to

Player #2.

2. Each player places his cards in a stack. He puts the stack face down in front of him.

3. Next, each player takes the top card from his stack and places it face up in the center
of the table. The player with the highest card wins. The winner takes the two cards
from the center of the table and puts them face up next to his stack of cards.

4. Repeat step #3 until all cards in the face down stack have been played or until the
cards in the center are a pair (have the same number or face).

5. If the cards in the center are a pair, each player places one card face down next to his
card in the center. Then each player places another card face up in the center of the
table. The highest card wins, and the winner collects all six cards from the center.

6. When both players have played all the cards in their stacks, they count the cards face

up in front of them. The player with the most cards is the winner of the game.

Lesson 17: Using Learning Styles...
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English as a Second Language r
Lesson 17: Using Learning Styles to Remember Infomiation

Teaching My Job To Others

Job Link

Directions: Describe how you would teach another employee to do your job.
Use cues that are:

1. auditory (give verbal directions)
2. visual (give written information)
3. tactile (physically demonstrate what you do)

AUditorY Cues (What would you say to the new employee?)

visual cues (What written information would you give to the new employee?)

Tactile cues (What would you ask the new employee to do to learn your job?)
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English as a Second Language V
Lesson 18: The Ins and Outs of Prepositions

Word Power

Job Link

Preview the following vocabulary words before playing the "Wandering Through The

Workplace Game

ahead backward forward

bonus obey punctual

clockwise counterclockwise rotation

schedule deserve wander

dice (plural); die (singular) error

Prepositions

Preview the meaning of the following prepositions before playing the Wandering Through

The Workplace Game:

above in back of out

at in front of through

below into to

behind next to under

beside of on

for

onto

with in

Lesson 18: The Ins and Outs...
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English as a Second Language
Lesson 18: The Ins and Outs of Prepositions Job Link

The Wandering Through The Workplace Game

One set of game pieces is needed for each group of players. Place the cards in numerical order in a line

or in a snake configuration. Pieces may be enlarged and/or printed onto index cards, but each card must

still have the correct number on it

Lesson 18: The Ins and Outs...
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English as a Second Language V
Lesson 19: Following Directions to Achieve a Team Goal

notebook
pen
pendl
three-hole punch

white board
dry erase markers
eraser

Words for Meetings

overhead projector
transparency
transparency markers

flip chart
permanent markers

podium
desk
cabinet
bookshelf
table

6 3

dobLink
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English as a Second Language
Lesson 2 0: The Process of Elimination

Process of Elimination

JobLink

Read these directions and be sure you understand them before filling in the answers:

Fill in the blanks below with an answer from the box. Each answer will only be used
once.

Cross out each word in the box as you use it
If you don't know the answer to a question, skip the question and move on to answer the next

question.

After you have answered all of the questions you know and have crossed out the
answers to other questions, return to the questions you skipped and make an
"educated guess" using the words that are left
When you don't know the meaning of a word, see if it looks like a word you know
or see if you can recognize its root.

hearing hear vision tactile senses

1. Touch, hearing, sight, taste, and smell are our five

2. When we see perfectly, we have 20/20

3. Our ears are used for

4. If something is audible it means we can it.

5. A person who learns best by touching or "hands on" is a learner.

Lesson 20: The Process of...
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English as a Second Language
Lesson 20: The Process of Elimination

Word Power

JobLink

1. Work with a partner.
2. Match the word or phrase with its definition by putting the letter of the correct

definition in front of the word or phrase it defines.
3. Use the "process of elimination". Check off each definition as you use it.

1.

2.
3.
4.
5.

6.

7.

8.
9.

10.

11.

12.

13.

14.

appearance
appropriate
contact
damage
data
educated guess
hazardous
ingestion*
odor
physical data
process of elimination
protection
sheet
trade name

information
using what you know to make a good guess
dangerous
touch
smell
how something looks
ruling out what is definitely incorrect
hurt; harm; or injury
correct for that situation
a piece of paper
a covering to keep you safe
the name that a product is sold under
information about how a material looks and smdls
swallowing; drinking

* Notice the difference between Ingestion° and "injection". They are two different words with
two different meanings.

Lesson 20: The Process of...
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English as a Second Language 'T
Lesson 20: The Process of Elimination

Material Safety Data Sheet (MSDS)

Job Link

PRODUCT TRADE NAME Parker Coolant

PHYSICAL DATA:
Appearance Green Liquid
Odor none

HEALTH HAZARD DATA:
Eyes
Skin
Ingestion

Contact with eyes can cause bum and eye damage.
Contact with skin can cause irritation.
Can result in burns of the digestive tract.

PERSONAL PROTECTION:
Eye Protection
Skin Protection

Goggles
Gloves

Lesson 20: The Process of...
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English as a Second Language V.
Lesson 2 0 : The Process of Elimination JobLink

Questions About Hazardous Materials

Use the MSDS to answer the following questions:

1. What is the trade name of this product?

2. What color is this product?

3. Does this product have a smell?

4. What will happen if you get this product in your eyes?

5. What will happen if you get this product on your skin?

6. What may happen if you swallow this product?

7. What protection do you need when using this product?

and

Lesson 20: The Process of...
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English as a Second Language r
Lesson 2 0: The Process of Elimination JobLink

Educated Guess or Accurate Response?

Read each situation below.
Write the words "educated guess" in the blank after that statement if you think that it is all right
to take a guess in that situation.
Write the words "accurate response" if you think that it is critical to respond to that situation
correctly:

I. Your supervisor asks when you think your paperwork will be finished.

2. You are not sure of the correct answer on a test.

3. You are deciding what parts need to be rejected.

4. A co-worker asks you if you think you'll work overtime this week.

5. The machine operator asks you if her machine is turned off before she reaches in to

repair it.

6. Your family asks you about what time you think you'll be home tonight

7. You need to write down the names of the chemicals in a mixture.

Lesson 20: The Process of...

703

Copyright 01996 by Coast Community College District Transparency 43



English as a Second Language
Lesson 2 1: Filling Out Forms: The How To

Filling Out Forms

On the blank line, write the letter of the correct answer.

I. When you fill out a form, you must
a. Use a pencil
b. Always type
c. Use a pen

2. When filling out a form, you should
a. Print dearly
b. Write fast
c. Use cursive writing

3. N/A means
a. No answer
b. Does not apply
c Not applying

4. Abbreviations must
a. be in all capital letters
b. be followed by a period
c. be written in lower case

5. Names of people companies, streets, cities, and states should
a. begin with a capital letter
b. be written in cursive writing
c be written in all lower case letters

6. On an application or form, your name
a. will always be written with your first name first
b. will always be written with your last name first

c may have either your first name or your last name first

7. Your signature should be
a. printed
b. in cursive writing
c written by someone else

8. An affidavit
a. is a statement that the information contained in a form is correct

b. is not an important part of a form
c must not be signed

9. When filling out a form, it is very important to
a. skip some answers
b. fill in all blanks that apply
c. make up information that you don't know

10. If someone calls your house or comes to the door and asks you to take a survey.

a. you must answer all of the questions
b. you are not obligated to give out any inforiTt91
c. it is probably a government survey

Lesson 21: Filling Out Forms...
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English as a Second Language V
Lesson 2 1: Filling Out Forms: The How To

Group Activity: Fill In The Blanks

JobLink

Directions: Each of the following answers belong in a blank in the survey below. Work as a group.
Write each answer in the correct blank. It will help if you cross out each answer as you use it:

(714) 555-5555

(714) 555-5556

2553

47

5 years
92669

ABC Widget Co.

Avenue

B.

California

East Chapman

electronic assembler

Johnson

Mon., Wed., Fri.

Orange

part time
permanent
Robert

supervisor
yes

Name M F

last first M.I. circle one age

Company Company Address

street city state zip

Job Title Full or Part Time? Permanent or Temporary?

Years at that
Position

Are you interested in
training for another
position?

What position would you be
interested in?

What days would you be available for training?

Circle all available days:

mon Tues Wed Thurs Fri Sat Sun

Phone Number
daytime: ( ) -

evenings: ( ) -

..

Lesson 21: Filling Out Forms...
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English as a Second Language V
Lesson 2 1: Filling Out Forms: The How To

Tips on Filling Out Forms

1. Look at the whole form.
Which of the questions do you already know the answers to?

2. Answer the questions that you know the answers to.
For now, skip the questions you do not know the answers to.

3. Look at the questions you left blank.
What information do you need to answer those questions?

4. If there is a question that does not apply to you.
Write N/A in the space.

Joblink

(For example: If the question asked 'List the names of your children", but you do not have children, you

would write N/A in the space.)

5. What else can you do if you don't know the answer?
a. Ask if you can have some extra time to fill out the survey or form.
b. Ask someone who might know the answer.
c Look up the answer in a book, dictionary, manual, etc.

Lesson 21: Filling Out Forms...
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English as a Second Language V
Lesson 22: Filling Out Forms: Bringing It Back to Work Joblink

Common Forms:
Filling Out A Social Security Number Application

,

.

A SOCIAL SECURITY NUMBER APPLICATION
type or print. Don't us. pencil. .

T.
NAli1E TO Find - Middle

i
.

'BE SHOWN
I 1

ONOARO '
I I

FkILL. NAME AT I Middle . i Last

IIIIRTH 41FOThER 1
1

.:111AN AilOVE) L I

OTHER
.NAME(S).
4ISED

..:MAIONG :

ADDRESS

i...pITY I STATE I ZIP
I

1

I I

I .
i

:.:CIYIZENSHIP (Check one orOy)

.ib.:s. U.S. citizen
:0 b. Legal alien allowed to wont
....u c.. Legal alien not allowed to wont

.0 si.' Other

SEX

: O 4"
0 Female

OATE MONTH I DAY I YEAR

OF
1 I

BIRTH
I I

I I

PRESENT AGE

PLACE CITY r
i

STATE OR FOREIGN COUNTRY

OF
1

1

BOM4

: MOTHERs Met 1 Middle Last (her maiden naine)

'NAME AT
1

1

:HER BIATH
1

1

I 4
._

YFATHER'S First I Middle Last

:NAME 1 .
.

i
. a. Have you or someone op your behalf applied for a social security nu*ber before? 0 No 0 Don't Know: C Yee

b. Enter social aseurity number c. In ithit Stets did you apply? li Whid year?

I
I

name Shown on your most:
reap* sexist security card

. .

MONTH I OAY : I YEAR

TODAY'S.:'? P I IP::ATE :
i t

Telephone number HOME I OTHER
1

vAtere v* can reach I
you during the day 1

.

: YOUR SIGNATURE .

REST COPY =LAW. 707
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Lesson 22: Filling Out Forms: Bringing It Back to Work 

Common Forms: 
Hospital Form 

jobLink 
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English as a Second Language k)
Lesson 22: Filling Out Forms: Bringing It Back to Work JobLink

Common Forms:
Employee's Withholding Allowance Certificate

Sem 111.4
thew. October 111711)

Department et the TreaseryIrdrnal Revenue Service

Employee's Withholding Allowance Certificate
.

. .
Priet your hid name io. I sour social ucwity number O. .

Address (including ZIP code) Ito

Marital
Single 0 Married 0 Married, but withhold at higher Sinc:e rata :

11 married, but legally Separated, Or Spouse Is a homsisient afien . cheek the single block.status:
Note:

1 Total number of allowances you are claiming. (from line F of the worksheet on page 2)

2 Additional amount. if any, you want deducted from each pay (if your employer agrees)
3 I claim exemption from withholding because (ue instructions and check boxes below that apply):

0 last year I did not owe any Federal isceme tax at14 had a tight to a full refund ol MI income lax withheld. AND

b 0 This year I de not sow to owe any Federal Muffle tat and expect to have a ri,:ht to a lull reload of ALL income lax withheld. If both

a sad b apoly, enter imArr hero /0
e If you entered EXEMPT' on line 31), are you a full.time student?

:;7%;:.7.7/... / O'

0 I" 0 N.
Imes. me ftnalhors of perisov. I senile that I am entitled lo Ilse number f wafteceibeg auewencee mooed on nes certificat, or it veering exemption
heft withheiding. that I am entitled to claim the name( Statue.

si nature lo Date 111.
9 191..w.r.L.,__les

gmwerws xxsnie and address (including ZIP Cede) ON ilutortrS vSt Onim [mustier Identincimen number

THIVIIVANT MOD ISM
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English as a Second Language V.
Lesson 22: Filling Out Forms: Bringing It Back to Work

Common Forms:
Application for Employment

Job Link

APPLICATION FOR EMPLOYMENT
PERSONAL INFORMATION

'CAME

SOCIAL SECURITY
DATE RUNNER

AOC SEX

LAST

PRESENT ADDRESS

MOUT N101111.6

NNONE
'TAW

DATE OP IRIW

err

COLOR COLOR
HEIGHT WEIGHT Or HIR Or ETES

EMPLOYMENT DESIRED

PosITIOM
DATE YOU
CN START DESIRED

FORMER EMPLOYERS ILI!? !CLOW LAST roue ComeLoTERs. IND WITH LAST ONE PIRST.I

DATE
NNNNN AND YEAR

NAME AND A DDDDD S OP EMPLOYER SALARY POSITION REASON PO* LEAVINO

IRON

TO

PROM

TO
,

EDUCATION I
NAME Amp LOCATION Or SCHOOL ATTENDED

DATE
GRADUATED 1.111.111CTS STUDIED

SCHOOL

HIGH SCHOOL.

REFERENCES: orn THE NAMES Or PEREONE NOT RELATED TO TOO. WHOM YOU NAVE KNOWN AT LEAST ONE YEAR.

NAME ADDRESS DIMNESS
TEARS

ACOUAIHTED

I

2

3

Dwelt SIGNATURE

711
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English as a Second Language
Lesson 22: Filling Out Forms: Bringing It Back to Work

Common Forms:
Application for Employment

Jobb?*

PERSONAL:

NAME SOC SEC. NO.

ADDRESS PHONE

WORK EXPERIENCE:

NAME of company where you worked last

ADDRESS
(number. Street. aly. state. iv code)

WHEN you worked: Started Left (If still there, write present)
(month I year) (month at year)

JOB TITLE SUPERVISOR

DUTIES SALARY

WHY YOU LEFT (If still there, put a dash)

NAME of company where you worked before the one above

ADDRESS

WHEN you worked: Started. Left
(month. yeas) (month. year)

JOB TITLE SUPERVISOR

DUTIES SALARY

WHY YOU LEFT

EDUCATION:

NAME of high school crra STATE

YEARS ATTENDED WHEN (did you, will you) GRADUATE

NAME of other school
(business, vocational, college) CITY & STATE

YEARS ATTENDED SPECIAL SUBJECTS studied

SPECIAL SKILLS: (Such skills as: Drive a car, type [what speed?), take steno, operate a Xerox machine,

speak a second language)

REFERENCES: (Think of 3 people, not relatives, who know you well)

NAME JOB TITLE

ADDRESS PHONE

NAME JOB TITLE

ADDRESS PHONE

NAME JOB TITLE

ADDRESS PHONE
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